RD I nstruction 2015-A

PART 2015 - | NFORVATI ON

SUBPART A - STATE OFFI CE | NFORVATI ON OPERATI ONS
ALLOMNCES FOR SUPPLI ES AND EQUI PMENT

82015. 1 Ceneral .

This Instruction gives the allowances for each State Ofice for
i nformati on and shows how to obtain supplies and keep control of expenditures.

§2015. 2 Al | owance.

Each State O fice gets fixed annual allowances of $100 and an additi onal
$5 for each full-time County OFfice. Each State Director is responsible for
the use of this information all owance.

§2015. 3 [ Reser ved]

82015. 4 Expendi ture control.

The State Director is responsible for keeping control of the
expenditures. An Adm nistrative Oficer or other qualified enployee can help
with the States' information program and expenditure control. This enpl oyee
keeps a record on the use of the information all owance to nake sure that
expendi tures do not go above the all owance.

§2015.5 Policy.

Under the U. S. Departnent of Agriculture (USDA) policy, State Ofices
must make maxi num use of the facilities of the USDA Office of Information,
including its publications, exhibits and photographic services. Farnmers Home
Admi ni stration (FrHA) State O fices keep contact with the USDA O fice of
Information through the FnrHA Legislative Affairs and Public Information Staff
(LAPIS). LAPIS also helps State Ofices with their information progranms. The
Department must make reports on research, action, regulatory and other
programs. Information nust include only- matters of public interest.

(a) Information work includes:
(1) Reporting to the public on how public nmoney is spent.

(2) Bringing information to farners and rel ated groups.

DISTRIBUTION:. W S Adm ni strati on
| nformati on
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§2015.5 (a) (Con.)

(3) Gving groups information on nationally authorized prograns and
telling themthey can participate.
(b) LAPIS hel ps the Agency to "Build Rural Anerica" by:
(1) Showi ng how to understand FnHA prograns.
(2) Showi ng the inportance of the FnHA
(3) Making Agency norale and efficiency better.

c) Most of FnHA's work goes on in the States and Counties. Show ng
ff

(
effective work to the public is inportant.

§2015. 6 Requi sitions for supplies.

Requests for informational supplies such as filmand fl ashbul bs nmust go
to the Finance Ofice, St. Louis, Mssouri, on FormRD 2024-9 "Request for
Forms, Supplies, Equipnment, or Services," except in cases according to
Par agraph 2015.7. The Finance Ofice notifies the State Ofice of the cost of
all itens for State Ofice records. The Finance Ofice sends all unusua
requests for supplies or services to the National Ofice.

82015. 7 Energency and | ocal purchase of supplies.

In emergencies, informational supplies can be bought locally. Filmand
flashbul bs up to $25.00 for a single purchase can be bought locally if the
total cost is not nore than 15 percent higher than the prices in Exhibit A
otain locally the devel opment of film slides and prints. Duplicate slides
and pictures and picture enlargenents can be obtained |ocally, provided the
total cost is not nore than 15 percent nore than the prices shown in Exhibit
B. In other cases, these services are obtained through the Procurenent
Managenment Staff in the National Ofice.

(a) Enployees can pay for |local supplies with their owmn noney and be
rei nbursed, or send an approved involice so that paynent is nmade directly
to the store, in accordance with RD Instruction 2024-A. Store vouchers
or invoices nmust be attached.

b) Purchase of filmwhich includes the cost of processing is not
Il

(
al | oned.
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82015. 8 Aut hori zed equi pnent .

Each State Ofice gets on request, informational and educati onal
equi prent shown in Exhibit C. The cost of this equipment is not included in
the State all owance. Send these requests to the Procurenent Managenent Staff,
501 School Street, Washington, D.C. Requests for the publication racks go
directly to the Finance Ofice, St. Louis. State Ofices that want to obtain
addi ti onal or replacenment equi pnent nust give witten proof of their need.

82015.9 Usage of the all owance.
Use the all owance for these informational itens:

(a) Photographs or mats of State Directors for news nedi a purposes.
LAPI S gives the State Ofice a portrait, six 8 x 10 inch glossy prints,
of each new State Director at no cost to the all owance.

(b) Exhibits or their elenents either fromthe USDA Exhi bit Service or
from |l ocal sources.

(c) Services of professional photographers, only when necessary.

(d) Preparation of dedication brochures, certificates or other naterial
for cerenonies, if LAPIS cannot prepare them and the National Ofice
gives its approval before the purchase.

(e) Oher itens of public information about the Agency and its program
Usual itens like PA (Program Aid) leaflets are obtained fromthe Finance
Ofice at no cost to the all owance.

(f) Supplies, filmand services as in 82015.6 and 8§2015. 7.
§2015.10 - 2015.50 [ Reserved]
Attachments: Exhi bits A, B, and C

0Qo
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FI LM AND FLASH BULBS

Roll Filns - Color Slides:

Type
Kodachrone X Film
KX-135. 20 20
KX-126. 20 20
Roll Filns - Black and
Type
Kodak Pl us-X Film
PX-135. 20 20
PXP- 120 12

Kodak Verichrone 12
Kodak Tri-X
TX 126.12 12
TX 135-20 20

Phot ogr aphi ¢ Lanps:

Ceneral Electric

AG 1

AG 1B

Fl ashcube

PH MB

PH M3B

PH 5 (Press 25)

PH 5B (Press 25 B)

exposur es- - - - Magazi ne
exposures----Cartridge
Wi te:
exposures------ Magazi ne
exposur es- - - - Package of
20 rolls
exposures------ Cartridge
exposures------ Cartridge
exposures------ Magazi ne
Package
Quantity
144
144
36
144
144
144
144

The above itens are sensitive in nature and nust

cont ai ner.

| oss through deterioration and al ong.
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Price

$1. 26
$1. 26

Price

$ .50
$9. 50

Price

$10. 08
$10. 08
$10. 152
$13. 536
$13. 536
$14.832
$14.832

Exhi bit A

be maintained in a | ocked
The quantity of film maintained shoul d be conservative to avoid
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Exhibit B

PHOTOGRAPHI C PRI NTI NG AND ENLARGEMENTS

COPY NEGATI VES (From Phot ogr aphs):

Bl ack and Wite Col or

4" x 5" $1.75 $5. 00

5" x 7" $1. 90 $6. 00

8" x 10" $2. 50 $8. 00

COPY POSITIVES (Printing):

Bl ack and Wite Col or

4" x 5" $. 80 $1.50

5" x 7" $1. 05 $2.25

8" x 10" $1. 30 $3.50

2 X 2 I NCH DUPLI CATE SLI DES:

$. 45 per slide

ADDI TI ONAL PRI NTS FROM BLACK AND VWHI TE POLARO D PHOTOGRAPHS NAY BE DUPLI CATED
AT THE SAME COST AS BLACK AND WHI TE NEGATI VES AND PGCSI TI VES AS SHOMN ABOVE.
COLOR POLARO D PRINTS WLL NOT BE PROCESSED FCOR DUPLI CATI ON BY THE NATI ONAL
OFFI CE
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Exhibit C

STANDARD EQUI PMENT FOR STATE OFFI CES

This list is a mnimmof equipment that all States can get on request, if
funds are available. States with unusual requirements nmay ask for special
itens or services, or additional units of standard equi pnent and gi ve proof of
their need. Maintenance and repairs of equi penent are done as in Subpart H of
Part 2024.

1 canera for color or black and white film

1 standard slide projector

1 portable exhibit

1 tape recorder

1 flip chart ease

1 overhead projector

1 chal kboard

1 publication rack

o0o
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